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Subject* Security of Equipment used for Stowage of Classified 

Materials 

Referencos AFSA Memorandum No* 120*4 (38*49) dated 1 December 

1949o 

lo The reference is hereby cancelled and superseded. The 
procedures end standards set forth herein shall govern the use of vaults , 
safes , and ssfe-cabinets and the custody of safe combinations for all 
components of AFSA„ 

2. Each vault, safe, and safe-cabinet having a combination lock 
has been assigned a Security Division File Number for identification. 

When present equipment is moved or when new equipment is acqu red, AFSA 
36l/lt>3 will be notified immediately so that records may be kept up to 
date. 

3* Each combination will be changed* 

(a) At least every 6 months,, 

(b) Whenever anyone knowing the combination is removed from 
assignment. 

(c) Whenever the combination becomes known to anyone not 
authorized to know it. 

4o Combinations will be furnished to AFSA 161/163 in sealed 
envelopes, for use in emergencies. The Security Division File Number 
assigned to the equipment .will be inserted on the top line of each 
envelope, and a list of the names and badge numbers of persons to whom the 
envelope nay be issued will be written in the space provided. 

5. The keys to key-locked and bar-lockrd cabinets will be stored 
in combination-locked Safes or cabinets. 

6 0 During holidays and week-ends, and in emergencies, when none 
of the person b knowing a combination can be reached, the envelope 
containing the combination may be obtained from the AFSA Security Watch 
Officer, who will deliver it only to a person whose name appears on the 
envelope. 
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7* Responsible chiefs and heads of AFSA organizational units 
will insure that the instructions listed below are understood end 
followed by all persons in their units who are responsible for lock- 
ing and checking safes and cabinets* 

(a) When a combination lock is being locked, the eon bination 
dial should be turned in one direction at least 4 
complete turns. It should not be turned one way and 
then the other, and IT SHOUU) NOT BE SPUN RAPID LX 0 

(b) Before a safe-cabinet is locked, all drawers must be 
completely closed. After the combination is turned, the 
locker should check by depressing the latch of each 
drawer and attempting vigorously to open the drawer* 

(c) When a cabinet Is being secured with a bar lock, the 
locker should insure that the bar is put through all 
fasteners end that the padlock is completely closed and 
locked, 

(d) When a cabinet of any type is being secured, cere should 
be taken to insure that loose papers, paper clips, etc., 
do not become wedged behind drawers or in the drawer 
tracks. 

Bo Each piece of equipment used to store classified matter will 
bear, posted in a conspicuous piece, a list containing the names, homo 
addresses, and hone telephone numbers of all persons authorized to 
open the equipment and use its contents. 

9* A Security Record Certificate will be posted on each piece of 
equipment used for the storing of classified material and on each 
door to a roam which has been declared a restricted or secured arfcflo 
On this sheet will be recorded the date and tine of each opening, 
locking, and checking of the equipment or door and the signature of 
the person who performs the function* As those sheets become completely 
filled, they will be signed by tho chief or head of the organizational 
unit concerned and forwarded to AFSA 161/363 for review* 

10o Each piece of equipment used for the stowage of classified 
material will, when open and in use, bear a red card with the printed 
legend "Open"* When it is closed and locked the card will be 
reversed to reveal the legend "Closed" * 

11* Each equipment used to store only unclassified material will 
bear a legend to that effect signed by the appropriate unit chief or 
head* 
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“ 16,' All 'Soros, cards, and etfvolopes prescribed in this memorandum 
may be obtained from AFSA 161/165* 



FOR 13E DXSKCTOR, AFSA* 
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